Quick Guide to

HSA Contributions
The ProBenefits Employer Portal offers two options for posting HSA contributions. Depending on your plan
design and/or your personal preference, employer contributions and payroll deductions may be posted by
setting up a recurring contribution schedule, or by importing as they occur. Both options are very
straightforward and easy to use. The steps below will guide you through either process, and we are happy to
help with any questions along the way.

Recurring Schedule Option Using “Set up Contributions”
Setting up a recurring schedule using Set up Contributions on the ProBenefits Employer Portal is ideal for
employers who have infrequent changes in deductions and employment status. After a recurring schedule is
set up, funds will automatically be drafted from your account and deposited into the individual HSAs
according to the schedule. Although contributions should be reviewed prior to each scheduled posting, this
option can be a beneficial timesaver!

Quick Reference:
1.
2.
3.
4.
5.

https://HR.ProBenefits.com ® Set up Contributions ® + New Schedule
Schedule type: Select Recurring and Plan year: HSA
Import method: Choose to set up your recurring contributions by entering them manually or by
importing a file
Details: Enter contribution start date and recurrence frequency details; if importing the initial
recurring contributions, download a pre-populated template
Enter contributions: Set up initial recurring contributions manually or by importing the completed
template

Detailed Instructions for Setting up a Recurring Contribution Schedule
·
·
·

·

Go to your ProBenefits Employer Portal at https://hr.probenefits.com and log in.
Select Set up Contributions on the left navigation sidebar, then click the + New Schedule button.
Choose Recurring to set up an automated contribution schedule. (You can also create a one-time
contribution here, but we recommend using the Imports menu for per-occurance contributions. See
“Imports” Option below.) In the Plan year dropdown menu, choose HSA, then click the Next button.
Choose your Import Method. If you select Enter manually, you will key in recurring individual
contributions and/or employer contributions directly through the portal interface. If you choose
Import a file, you will download a template and complete it, then upload it to import your initial
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·

recurring contributions into the schedule. (NOTE: If you prefer not to set up a recurring schedule
and would like to import contributions as you take deductions from payroll instead, please see the
“Imports” Option section below.) Then click the Next button.
Enter the Start Date and End Date (or select No end date), set up the Frequency for your recurring
contribution schedule, and then click Next.
o Note: Set up two monthly schedules for recurring semi-monthly contributions.
o If you are importing your initial recurring contributions, you can download a template on
this screen. Check the Pre-populate template box to automatically include your active
employees with HSAs on the template.
On the Enter Contributions screen:
o If you chose to enter your recurring contributions Manually:
§ Employees enrolled in an HSA will be listed on your screen. Manually enter the
payroll deduction amount and/or the employer contribution for each HSA account
holder, as applicable.
§ Be sure to reconcile the scheduled balance of Total payroll deductions and/or Total
employer contributions to payroll. Then click the Submit button.
§ You will be notified if there are enrolled employees for whom you did not enter
amounts; if so, you can go Back to correct if needed, or Continue to proceed as
entered. Otherwise, your process is complete.
o If you chose to Import your recurring contributions:
§ Complete and save the template you downloaded in the previous step.
· Clicking in each field will give you details about the info required.
· Generally, Employee Identifier is SSN with no dashes or spaces.
· Since this is a recurring schedule, don’t include Contribution Date.
· Remove any employees without contributions from your template.
§ Drag-and-drop or browse to find your completed template and click the Import
button.
§ You will be notified if there are errors with the import; if so, you can click View
Errors to see them, then make the necessary changes to your file and import again.
Otherwise, your process is complete.
On each date that your schedule runs, you can review your file to make sure it processed correctly.
Click on Imports in the left navigation sidebar and look under Completed for the Scheduled
Contribution from the appropriate date. If the file was “Completed successfully” you are all done! If
the file was “Completed with errors,” see the “Correcting Errors” section below for more
information.

Important! Maintaining Recurring Contributions
Recurring contribution schedules must be managed prior to each scheduled deposit as new hires, changes,
and terminations occur. As a general rule, all contributions to an individual's HSA are nonforfeitable, and
contributions that an employer mistakenly makes to an employee's HSA may not be returned by the HSA
trustee or custodian to the employer, even if the employee consents. It is vital to confirm the deposit amount
prior to the recurring schedule date. If you would like further clarification on understanding the employer’s
right to recover mistaken contributions to an employee’s HSA, please see
https://probenefits.com/forms/HSA_Mistaken_Contributions.pdf
Updating a Contribution Schedule
Follow these instructions to make changes to contribution amounts in your schedule. For information on
new hires and terminations, see “Adding a New Employee” and “Terminating an Employee” sections below.
·
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Select Set up Contributions on the left navigation sidebar, select your recurring schedule, and click
the Edit button.
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·
·
·

To easily change individual contributions and deductions, make sure Enter manually is checked, and
click the Next button.
Make any schedule frequency changes if needed and click the Next button.
The payroll deductions and employer contributions you had previously set up will be pre-populated
for each employee. Make any changes necessary and click the Submit button.

“Imports” Option
The Imports menu on the ProBenefits Employer Portal allows you to download, complete, and upload a
template to control the amount drafted and deposited into each individual HSA each time you import. This
method of importing employer contributions and payroll deductions as they occur is a great option if
maintaining recurring scheduled contributions is not for you.

Quick Reference:
1.
2.
3.
4.

https://HR.ProBenefits.com ® Imports ® + New Import
Import type: Choose Contribution
Download template: Select and download a pre-populated template for the HSA plan
Upload: Upload file using pre-determined file requirements

Detailed Instructions for Importing Contributions
·
·
·
·

·
·
·
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Go to your ProBenefits Employer Portal at https://hr.probenefits.com and log in.
Select Imports on the left navigation sidebar, then click the +New Import button.
Choose Import type: Contribution.
You can check the box to Pre-populate template, then choose HSA from the Plan year drop-down
menu. Pre-populate will prefill the SSNs of HSA account holders on the template, so select Health
Savings Account as the plan to pre-populate. You can opt out of pre-populating the template if you
wish to add data to the template independently.
Click the Download template button and then click Next.
Complete and save the template with your data, drag and drop or browse to upload it, and click
Import.
Click on Review to see if the file was successfully imported.
o If the file was “Completed successfully” you are all done!
o If the file was “Completed with errors,” you may Resubmit the file after making corrections,
or you may use the system to fix the errors by choosing to Review & fix. For more
information on correcting errors using the Exception Report, see the “Correcting Errors”
section below.
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Reports
Two notifications are scheduled for your records.
HSA Contribution Funding Notification: An HSA Contribution Funding Notification will be sent the
morning of the scheduled contribution, informing you of the amount required to fund the successfully posted
records. Once the contribution schedule has successfully posted records, changes to these amounts can only
be made on the day they post via the Employer Portal.
HSA Funding Collection Notification: An HSA funding collection notification is sent when the funding
transaction is created for the posted scheduled employer contributions and consumer payroll deductions.
The amount on this notification will be debited from your account and deposited into the individual HSAs.

Correcting Errors
As a general rule, all contributions to an individual's HSA are nonforfeitable, and contributions that an
employer mistakenly makes to an employee's HSA may not be returned by the HSA trustee or custodian to
the employer, even if the employee consents (for more information, please see
https://probenefits.com/forms/HSA_Mistaken_Contributions.pdf). The Exception Report will help prevent
some types of mistaken contributions, but not all; so it is vital to confirm the deposit amount prior to the
date of your recurring HSA contribution schedule or before importing a contribution file.
Use these instructions to help resolve errors found on the Exception Report:
·
·

On the ProBenefits Employer Portal, select Imports from the left navigation sidebar.
Scroll down to the Completed section and look for your contribution import. If your file has errors, it
will be flagged as “Completed with errors:”

·

Click on the contribution file for additional details, then click the Review button. From here, you may
then click Download exception report to view the errors. The Exception Report is in Excel and has
multiple tabs representing different types of errors (Examples: Demographic, Enrollment,
Contribution, etc.). Most errors will be related to contributions.
Review the errors to determine next steps. Common errors include:
o Attempting to post a contribution to a terminated employee’s account.
§ If the employee is eligible for the contribution, change the employee status back to
active and enter a one-time contribution batch for the employee. After the
contribution batch is processed, change the employee status back to terminated.
§ If the employee is not eligible for the contribution, change the employee status back
to active, edit your contribution schedule to remove the employee’s payroll
deduction or employer contribution, and then change the employee status back to
terminated.
o A contribution exceeds the maximum individual or family contribution limit for the tax
year.
§ If any portion of a contribution will exceed the limit, the full contribution will not
post.
§ If the contribution was a payroll deduction, make sure your payroll is updated to
credit the deduction or a portion of the deduction back as taxable income.
§ If the employee can have a portion of the deduction, you will need to create a onetime batch to post the eligible portion.
o A contribution is dated earlier than the effective date of the employee’s HSA.

·
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§
§

If the HSA effective date is not correct, you can update it under the employee
enrollment tab.
If the effective date of the HSA is correct, the contribution will need to be
reprocessed with a later effective date.

Adding a New Employee
You can quickly add a new employee so you can enter contributions for them right away.
·
·

·

·

On the ProBenefits Employer Portal, select Employees from the left navigation sidebar, and then
click the + New employee button.
Complete all the required information and click the Add employee button. Remember that this
information will be used to open an HSA for the employee, and therefore must pass the Patriot Act
financial institution identity requirements for the account to be opened. Be sure you have the
following:
o Verified Social Security Number
o Correct name and birth date
o Home address – must be address of actual residence; no PO boxes
o Mailing address, if different from home address, for mailing debit cards
Once you have added the employee, go to their Enrollments tab and then click the + New enrollment
button to give them coverage in the HSA. Be sure to choose the correct health insurance coverage
level of Individual or Family, as this determines the cap on their HSA contributions. Click the Submit
button when finished.
Once you have added the employee and given them coverage, they will be available for you to add
payroll deductions and employer contributions via your recurring schedule or import.

Terminating an Employee
It is important to remove an employee’s contribution from your contribution schedule before terminating
them in the Employer Portal so that you do not see errors when your contribution schedule runs. To remove
their contribution, follow the steps under “Updating a Contribution Schedule” above. Then follow the steps
below to change their status to Terminated:
·
·
·
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On the ProBenefits Employer Portal, select Employees from the left navigation sidebar.
Click on the current status under the employee’s name to open the status change box.
Select the new Status and the Effective date and click Add.
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